Job Scout Tutorial
APRIL 2003

WELCOME TO CalJOBS JOB SCOUT
GO AHEAD AND LOG-ON!!

This tutorial is provided to help job seekers use JOB SCOUT
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registration and EDD Home Page Employmenf Development Department e

About EOD

:
active resume are = .

Informational & Help Humbers
A, SM

’. Himeros Para Informacion w

Employers

Job Seekers \ _Ayuda
required to use Pople With Dissbiics _ ncdesd) Prowsors 8 Catjopsm

Senior Workers i L,

Veterans www .caljobs.ca.gov Increase Text Size
the JOb SCOUt Workforce Community

Youth

feature.

File a Claim

Disability Insurance -

Unemployment Insurance | Employer

Get Data Post Job Openings Search for Jobs b

Labor Market Information Search for Résumés Post Your Résumée Su Curmiculum ‘dtae
Get Tax Info

Get Training Highlights: Linking Job Ope. ~as with Job - ckers

Businesses

Individuals

HO FEES!

List ¥Your .Job Openings or Post Your Résumé

Careers With EDD .
Governor Gray Davis

Department Directory ANNUALLY OVER: Ctato of oo
FAQs = 1.6 Million .Job Openings
LOG ON to go to Forms & Publications « 1.5 Million Juh Seekers
» §

L Coliforn me
the Job Seekers California flome
Services Menu

page.

“!"*r 7 =
EDD Home Page C T s
About EDD JJ—‘J

www.calipbscigoy

CalloBS*M Home Page JOB SEEKER. LOG OH

About CalJoBs M Attention: If yvou are & Registered CalJOBS™ uger, log on inthe Registered Job Seeker section below with vour Social
) Secuyrity Mumber and current pazsvward.
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Information Collection Registered Job Seeker Hew Job Seeker

Complete this zection, then click the CONTINUE button Complete this zection, then click the CONTINUE button
to use CalJOBSS™, to enter CalJOBSEM,

Type your Type your

SOCIAL SECURITY HUMBER. here:

]

Retype your SOCIAL SECURITY HUMBER here:

Exit CalJOBS 5!

SELECT Date of Birth Here:

Click Here: Continue

EDD HomePage | Top of Page | Contact Us
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California Home Fricary, &pril 4, 2003
v,

wew Californiafd i

EDD Home Page 'h'JI IJ r ’ :*\q
About EDD = www.caljpls.cgay

CalJoBS Home Page JOB SEEKER SERVICES MEHU

*In order to keep your résumeé active for search by employers, you must access the system at least
once every 60 days.*

et WLENOU

e

Version 19

Step 1: CIICk <J0b SCOUt> Job Seeker Services Menu

to access the Job [hews |
Scout Menu page. 223

How are we doing?

Survey

Information and Services

Additional Job Listings
and Information Including

To use CalJOBS ™, click on one of the buttons below.

Job Scout Enter Your Résumé ]

f ChangeYour

Federal & California State Browse Jobs | .
Jobs TR . Personal Information
Labor Market ~ ' ~
Information f Find Jobs by !

Job Objective . ! I'._ Change Your Password ] !

Local Jobs, Services, &
Resources

California Home

- - x -."
weonen Californiaf§ S
= - Nty e ST sttt X . -
EDD Home Pag il i RN G
ome Page QJIJ\T) [ I\ I Version 19
About EDD = W calpes.cogov
Step 2 : CalJOBS5*" Home Page
Job Seeker Services Menu Welcome to Job Scout!
At the JOb SCOUt MenU EE Bl st Job Scout allows youto:
Search Criteria
pag e My Searches ® Set upjob searches and save them for future use
. Autosearch Results & Save matched listings to your personal jobs list
C I ICk < Sea rc h C rite ri a> . My Jobs o Setdob SOt Wi our searches nightly and send you daily e-mail notification of matched
0222103 Click here to begin using Joh Scout

/—-\
| Autosearch Results

— A
How are we doing? { Search Criteria 1

Survey Resultz of nightly autosearches

L
If you select Search Criteria —Jpsearencters , -

from the Job Scout Hel, MhiSearches . \ s 4
p & Autosearch Results Lot of saved searches Lot of smverd ob Iafings

Tips on the menu bar,

this type of pop-up

appears.

Set up a search

ey SEARCH CRITERIA TIRS

To get additional help and inform
tips, click on the remaining

three links. (On the Search Critetia page, wou can select the job objective and county for a search,

run the search, and save the search For later use,

IF you run the search you create on this page, you can save jobs from the list ko My
Jobs For Future reference,

9]
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Job Scout Tutorial

Step 3:
Choose a job
objective to search
by clicking the
radio button(s).

(The search county is
based on the Zip Code.
You may also search
other counties).

Step 4:Click

EDD Home Page
About EDD
CalJOBS™ Home Page

Job Seeker Services Menu

Job Scout Menu
Search Criteria

My Searches

My Jobs

02/22/03

How are we doing?

Job Scout Help & Tips
Search Criteria

My Searches
Autosearch Results

Wy Jobs

Additional Job Listings

<Search Now>.

Save Jobs

A list of any jobs
matching your
objectives will display.

You can save as many

jobs from the list as you
want.

Step 1:Check

“Save Jobs”

next to “Job
Title”

Step 2: Click <Save
to My Jobs>
Or
Click the “Job
Title” hyperlink
to go to “Job
Listing Details”

APRIL 2003
l‘ bl
Version 18

_..::J
JOB SCOUT ~ SEARCH CRITERIA

Select an objective to begin your =earch. These ohjectives are from your résume. Mote that to change an objective, you
weill have to change it on your résumé.

%' CANDY MAKER
" COOK, RESTAURANT

To change your objective or add additional ohjectives on your résumé, click Job Dbjective List I

This search iz for the Courty of Sacramento.

To find jobs in & different county, please click on one of the three buttons below:

Greater Bay Area I Southern California

Information and Services and click Save Search |

’ Morthern Califorma

To run thiz search now, click Search Now I

To zave this search for future use or autor‘ nightly run, enter a search

TiAmE ||

N INTOT Gt T,
Federal & California State
Jobs

Labor Market
Information

Local Jobs, Services, &
Resources

— e —

EDD Home Page
About EDD

CalJOBS!M Home Page

Job Seeker Services Menu
Job Scout Menu
Search Criteria

My Searches
Autogearch Results

My Jobs

0222103

low are we doing?

Survey

ob Scout Help & Tips

Search Criteria Tips
My Searches Tips

My Jobs Tips:

Information and Services

Additional Job Listings
and Information Including
Federal & California State
Jobs

r ‘ -l
Yersion 19.0

q::J
JOB SCOUT ~ SEARCH RESULTS

Below are listed your search results for CAHDY MAKER for Sacramento Courty.
3 job listing(s) were found.
Click onthe underlined job title below to see the detailz of the job listing.

To zave one or more jobs to your personal jobs list, check the Save Job box(es)
Save To My Jobs

A

Tao save this search, enter afsearch name |

and click

and click Save Searc| |

SJ?]‘LE Job Title ity  Zip Code Wage Duration E'?tztr‘;d
CANMDY MAKER Sacfamerto 95517 35.00Mour Long Term 204720035

T CAMDY MAKER Sacjamerto 95314  18.00Mour Long Term 15312003
T CAMDY MAKER Sacjamerto 95314 17.00our Long Term 143142003

——ramormareer

Information

Local Jobs, Services, &
Resources

Exit CalJOBSSV

041803
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Job Scout Tutorial

At the Job Listing
Details page

Step 3: Click <Send to

My Jobs> to
save your job
choices.

From this page you can:

<View Next Job Listing>

APRIL 2003
CalJOBS™ Home Page JOB LISTING DETAILS
Job Seeker Services Menu
Job Scout Menu To save this job to your personal jobs fist, click Send Ta My Jobs |

Search Criteria

My Searches Jobr Mumber:  CRAO0D5972

Autosearch Results Jab Title:  CANDY MAKER

M =y e

_ Experience Required. 3 years
Start Date:  3/25/72003
0222103 Starting Wage:  $38.00mMour
How are we doing? Duration: Long Term  Hours PerWeek: 40plus  Shift  Any
Education Required:  High School/GED
California Drivers Hone

Job Scout Help & Tips License:
futosearch Results
My Jobs Job Duties:

T —— Master candy maker for exclusive specialty store. Make various types of chocolates, truffles, caramels,
taffys, licorice, fudge,toffees, nut brittles, etc. Create new candy recipes, flavorings, toppings.

Additional Job Listings References a must.

and Information Including

Federal & California State 1 j= impartant to be sware that smplovers may o may not provide benefts for all postions, and some employers may
Jobs require & specific time period befare some ar all henefits go inta effect. Please cortact the employer for specific benefit
Labor Market information. &1 benefits with "ves" may be affered by the employer.

Information

Benefits:
Local Jobs, Services, &

Resources |Medical: fes |Denta|: Yes |‘-fi3i0n: |Life Ingurance: |Pr0f'rt Sharing.
|Retirement Plan: |Chi|d Care: |Paid Sick Leave: Yes |Paid Yacation: Yes |Other:
Howw To Apply:
Phane:  CCCs Candy Personnel Dept
Exit CalJOBS=" (G)FTT-FT77

To cortinue, click on one of the boxes below.

Or

<Return to Job Search
Results>.

Don't forget that “Job Scout
Help & Tips” are always
available on side menu bar.

icti Return to Joh
> Yiew Next Job Listing i |

California Home

-l

e Californiaf§ s+

EDD Home Page .
Version 19

""’.“J r :J\‘*T

JOB SCOUT MEHU

Welcome ta Job Scoutl

About EDD

CalJoBS 5" Home Page

Job Seeker Services Menu
Job Scout Menu

Search Criteria

My Searches
Autosearch Results

My Jobs

02/22/03

Job Scout sllovwes you to:

» Setup job searches and save them for future use

» Save matched listings to your personal jobs list

» Set Job Scout Autosearch to run your searches nightly and send you daily e-mail notification of matched
jobs

Search Criteria ] Autosearch Results |

How are =~ “="—~n32

Job Scout Help & Tips
Search Criteria
My Searches
Autosearch Results
My Jobs
‘aformation and Services

ket

AdditioTs hos
and Information Including
Federal & California State
Jobs

Labor Market
Information

Set up a search Results of nightly autosearches

My Jobs ]

My Searches ]

List of saved searches List of saved job listings

041803
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Job Scout Tutorial

APRIL 2003

MY JOBS PAGE

This page shows jobs saved
by date entered.

The status column shows
whether a job is open or
closed. Multiple jobs can be
deleted on this page.

(After applying for a job, and

following up, or if you find out

it is closed, delete it).

Step 1: Check the
“‘Delete Job”

box next to the —EWV

job titles.

Step 2: Click <Delete
From My
Jobs>.

TO SAVE THE
SEARCH

A search can be saved on
the SEARCH CRITERIA
or SEARCH RESULTS

page.

Step 1: Name the
search as you
choose for

each objective.
(Suggestion: use job title
and county or
abbreviations).

Step 2: Click <Save
Search>.

Additional Job Lis’tinﬂs

Autosearch Results . To save thiz search for future use or sutomstic nightly run, enter a search
My Jobs name |Cand_-,|—5aclo—[:o |

California Home

e
=

Californiaf§ g

About EDD = waw.calpbs cgoy

JOB SCOUT ~ MY JOBS

Click on the underlined job title below to see the details of the job listing.

Welcome t

R o

EDD Home Page )
Version 19

calJoB5*M Home Pane

Job Seeker Services Menu
Job Scout Menu
Search Criteria

My Searches
Autosearch Results

My Jobs

EZN Date
Job

Job Title Stjtus  Ci Zip Code Wage Duration
022203 b P 4 Entered

To delete one or maore jobs from your personal jobs list, check the Delete Job boxes)
Delete From My Jobs |

and click "

fou have & saved job listings|

Saved 45:2003

CANDY MAKER Ogen  Sacramento 95317 20.00hour Long Term 4872003

CANDY MAKER Ogen Sacramento 95814 20.00howr Long Term  3426/2003

Job Scout Help & Tips

Search Criteria [ CAMDY MAKER Cfen Sacramento 95814

Saved 43/2003

2000ihour Long Term 1203152002

My Searches
Autosearch Resutts [ CAMDY MAKER Ofen Sacramerto 95814 20.00Mhour Long Term  3i26/2003
My Jobs [ CANDY MAWER Ofen Sacramento 95814  20.00Mhour Long Term 1243112002

Information and Services

and Information Including
Federal & California State

Jobs

Labor Market
Information

California Home

californiaf’

2 W caljphs.ca gav

JOB SCOUT ~ SEARCH CRITERIA

Select an ohjective to begin your search. Theze objectives are from your résume. hlote that to change an objective, you
will have to change t on your résumé.

Welcome t

A =

=

EDD Home Page
Version 19

About EDD

CalJOBS " Home Page

Job Seeker Services Menu

Job Scout Menu
Search Criteria

My Searches & CANDY MAKER
Autosearch Results O COOK, RESTAURAHT
My Jobs L e
To change your okjective or add acdditional objectives on your résumeé, click " Job Obijective List I
02522703 Thiz search iz for the County of Sacramento.

To find jobs in a different county, please click on one of the three buttons below:

Survey Northern California || Greater Bay Area || Southern California

Job Scout Help & Tips
To run this search nowe, click

Search Criteria

My Searches

Information and Services and click

Additional Job Li: qs
and Information Including
Federal & California State
obs
Labor Market
Information

041803
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APRIL 2003

TO VIEW SAVED
SEARCHES

Click <My Searches>
link.

The MY SEARCHES page

California Home

wionen Californiath

www.caliphs e gav

April 9, 2003
-

EDD Home Page

Version 19

About EDD

JOB SCOUT ~ MY SEARCHES

CalJOBS M Home Page

Job Seeker Services Menu

Job Scout can run searches nightly for 14 days and notify you of jobs found. To begin uging or to reactivate
Autosearch, put & check in the Autozearch On box for each search you want to run and click

Job Scout Menu
Search Criteria

|| Set Autosearch Statuses I
My Searches
Autosearch Results You have 2 searches saved:
My Jobs Autosearch Autosearch Last Jobs

Select Search Hame Search Criteria Expires  Autosearch Found

shows two saved
Searches: Cook Jobs-
Sacto Co. and Candy-
Sacto Co.

TO SET AUTO
SEARCH

Step 1: Check the
“Autosearch On” box to
activate.

Step 2: Click <Set
Autosearch Statuses>.

Step 3:

Click <Add E-mail
Address> If you have
a personal e-mail
address, and wish to
be notified about auto
search results.

AUTO SEARCH
RESULTS:

When jobs matching your
objectives are found by Job
Scout, a reminder message
to check Autosearch
Results displays at the Job
Seeker Services Menu

on
_ & Cook Jobs-Sacto COOK, RESTAURANT for Sacramento
. P>

|
(FIFFIE Cao County
& Candy-Sacto Co CANDY MAKER for Sacramento County |

How are we doing ?

Survey

Job Scout Help & Tips To run the selected search, click
Search Criteria
To delete the selected search, click Delete Search

My Searches
Autosearch Results

EDD Home Page
version 18

= OB3

,

JOB SCOUT ~ MY SEARCHES

About EDD

=T HIZ

CallOBS5" Home Page
Job Seeker Services Menu
**Your Autosearch Statuses have been updated.*

Job Scout can run searches nightly for 14 days and notify vou of jobs found. To begin using or to reactivate
Autozearch, put & check inthe Autosearch On box for each search you vwant to run and click

Job Scout Menu
Search Criteria

My Searches
Seatchios Set Autagearch Statuses
ch B
Jobs ou have 2 se 5 saved:
g Autosearch Autosearch Last Jobs
Select Search §ame Search Criteria on Expires Autosearch Found
0222103 & Cook Jobg-Sacto COOK, RESTALURAMT for Sacramento = 302172003
Co Cournty
How are we doing ? O Candy-Sfctn Co CANDY MAKER for Sacramento Courty W 372152003

Job Scout Help & Tips

To runthe selectgl search, click Search Now I

d E-mail Address |

To delete the selected search, click Delete Search |

Search Criteria

Additional Job Listings
and Information Including
Federal & California State
Job=

Labor Market
Information

Local Jobs, Services, &
Resources

EDD Home Page

= ¥

! (4

About EDD winw.caliobs £ gov
JOB SEEKER SERVICES MEHU

B ** Job Scout has found 2 jobs for you since you last logged on. Pleasefee Job Scout's Autosearch Results
Job Seeker Services Menu oo ihe e jobs.**

_ *In order to keep your résumé active for search by employers, you

once every 60 days.**
02/22/03

CalJOBS!™ Home Page

st access the system at least

To use CallOBSE", click on one of the buttons below.

How are we doing?

Information and Services

F 4 A £ Change | View - b
Additional Job Lists | Job Scout 1 Your gp;sumés ]
Including Federal & ' '
California State Jobs .'/ e ‘\I .'/ Change Your ‘\I
Labor Market { by Category _ Personal Information
Information ~
£ e £
. / Find Jobs by /
Local Jobs, Services, & Job Objective 1 : Change Your Password |
Resources 1

page.

If you need additional help: Call 1-800-758-0398 or
see a Customer Service Representative in your local
EDD Job Service Office or One-Stop Career Center

041803
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